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AUTHORI ZATI ON:
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POLI CY:

An enpl oyee shall be given tine off w thout |oss of pay,

annual | eave, or sick | eave when:
a. Perform ng jury duty.
b. Summoned to appear as a wi tness before a court,

grand jury or other public body or comm ssion,
provided that a plaintiff or defendant shall not

considered a wtness, nor shall this policy apply to

an enpl oyee sunmmoned as a witness as a result of

enpl oynment ot her than State enploynent, [as stated

in Civil Service Rule 11.23 (a) and (b)].
1. PURPOSE
To set forth rules governing Civil Leave.
[11. APPLI CABI LI TY:

This policy shall be applicable to all sections and

enpl oyees of the Division of Adm nistration both general

appropriation and ancillary appropriations.



PROCEDURE:

When presenting the Application for Leave (SF-6) to
hi s/ her supervisor, the enployee nust al so present a copy
of the subpoena denmandi ng hi s/ her appearance.
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When the commanded appearance is in the parish of

dom cile, any |eave granted for this purpose shall apply
only to tinme during which an enployee nust actually
appear in court or other hearing room plus one-half hour
travel tinme prior to the commanded appearance and
one-hal f hour travel tinme followi ng the commnded
appearance. An enployee is expected to be at work on the
day of appearance during any hours outside of these
times. When either the conmanded appearance i s outside
the parish of domcile or special circunstances are
present, additional travel tinme may be requested and may
be approved in advance by the supervisor.

The supervisor shall require that the enpl oyee produce
docunment ation fromthe appropriate court or public body
whi ch substantiates both the requirement of the

enpl oyee's attendance and the time during which hel/she
was required to be present for any and all duties
(sometines referred to as the Jury Managenent Services
Report). The enpl oyee shall supply this docunmentation.

RESPONSI BI LI TY:
Deput y/ Assi stant Comm ssioners are responsi ble for:

Hol di ng account abl e the secti on heads under their
supervision for conpliance with all aspects of this
policy.

Section Heads are responsible for:
Assuring that each enpl oyee, current and new, is
made aware of this policy and its contents as well

as any forthcom ng revisions.

Requiring that the enpl oyee produce docunmentation
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fromthe appropriate court or public body which
substanti ates both the requirenment of the enpl oyee's
attendance and the tinme during which he/she was
required to be present for any and all duties
(sometines referred to as the Jury Managenent

Servi ces Report).

Mai nt enance of all records serving as docunentation

for time and attendance including |eave slips
subpoenas, etc.
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VI .

VI,

Enmpl oyees are responsible for:

Complying with all aspects of this policy.

Securing fromthe appropriate court or public body,
and providing to the i medi ate supervisor,
docunent ati on whi ch substanti ates both the

requi rement of the enployee's attendance and the
time during which he/she was required to be present
for any and all duties (sonetines referred to as the
Jury Managenent Services Report).

QUESTI ONS:

Questions regarding this policy should be directed to
staff of the O fice of Personnel Services.

VI OLATI ONS:

Enmpl oyees found to have violated this policy may be
subj ect to disciplinary action.
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